() Memorandum

US.Department
of ransportation
Federal Aviation
Administration
Subject: ACTION: Processing of AWS by CUPS Date: SEP 4 190
Reply to
From: Director of Accounting, AAA-1 Attn. of:

To: Qupervisors and T&A Clerks

Effective pay period 9014 (6/17-6/30/90), the Consolidated Uniform Payroll
System (CUPS) was modified to process flexible and complex compressed
alternative work schedules (AWS). Accurate processing will require
identification of employees on AWS through time and attendance (T&A)
reporting and several modifications in T&A reporting will be required for
flexible schedules.

The use of AWS is currently restricted. Supervisors should contact their
servicing personnel office to determine the eligibility of their employees
for AWS.

Employees that are assigned to AWS must be identified by a special tour
indicator on Form DOT F2740.2, Time and Attendance (T&A) Report, or the
Electronic Time and Attendance Management System T&A screen, as appropriate.
The special tour indicator is required only in the pay period in which the
AWS is established, changed, or canceled. A special tour indicator will not
be required for employees previously established under AWS by memorandum.
However, memorandums will no longer be used to establish or cancel AWS
following the CUPS modifications. FAA Order 2730.8, Time and Attendance -
Uniform Payroll System, will be modified to document changes to T&A
procedures.

Attached is information on the use of special tour indicators and T&A

reporting for employees under AWS. Questions may be directed to the
appropriate payroll processing center.

L \S

E. M. Keeling

Attachments






Attachment 1

SPECIAL TOUR INDICATORS

1. Use of Special Tour Indicator Codes. A special tour indicator code is
required on the report of time and attendance (T&A) data to establish an
employee under a flexible or compressed alternative work schedule (AWS).
Once an employee is established under AWS, a code is required if the type of
AWS is changed, e.g., from a flexible to a compressed AWS; or if the AWS is
canceled and a standard non-AWS is reestablished. A special tour indicator
code is only required on the report of T&A data for the pay period the AWS
is established, changed, or canceled.

2. T&A Reporting of the Special Tour Indicator Code. Reporting of the
special tour indicator is as follows for employees under Form DOT F2740.2,
Time and Attendance Report, and for employees under the Electronic Time and
Attendance Management System (ETAMS):

a. Form DOT F2740.2. Enter the special tour indicator in the first
position of the cost center field. (Use the cost center field on the second
1ine of the form.)

b. ETAMS. Enter the special tour indicator code in the PP TOUR field
of the ETAMS T&A screen. Once a code is established, it will appear on the
screens for subsequent pay periods in the employee’s master record (EMR)
TOUR field. A blank in the EMR TOUR field indicates that no AWS code was 1in
effect in the previous pay period.

3. Special Tour Indicator Codes.

a. "1" - Compressed schedule. Code 1 establishes an emplioyee under a
compressed AWS. Code 1 is also used to return an employee to a compressed
schedule from a temporary non-AWS assignment. The code is not required if
an employee changes the type of compressed schedule, e.g., from a 4/10 to a
5-4/9.

b. "2" - Flexible schedule. Code 2 establishes an employee under a
flexible AWS. Code 2 is alsoc used to return an employee to a flexible
schedule from a temporary non-AWS assignment.

c. "3" - Hold. Code 3 holds a credit hour balance for an employee
under a flexible AWS that is temporarily assigned to a non—-AWS, e.d.,
training, detail, etc. Use code 3 1in the first full pay period of the
temporary assignment. Do not use code 3 if the temporary non-AWS assignment
is less than a full pay period.

d. "4" - Reestablish non-AWS. Code 4 reestablishes an employee under a
standard non-AWS. Also use code 4 for an employee under a compressed AWS
that is temporarily assigned to a non-AWS. Use code 4 in the first full pay
period of the temporary assignment. Do not use code 4 if the temporary non-
AWS assignment is less than a full pay period.






Attachment 2

COMPRESSED SCHEDULES

1. Recording the Assigned Shift on the T&A.
a. Record the fixed tour of duty in the “"Assigned Shift" column.

b. The biweekly assigned shift may not exceed 80 hours. T&A’s with
assigned shifts greater than 80 hours will be rejected. Therefore, it is
important on a 5-4/9 schedule to remember that there is one 8-hour shift
each pay period.

2. Recording Time Worked Qutside Shift. Record time in addition to the
assigned shift in the "Time Worked Outside Shift" column.

3. Designation of In-Lieu~Of Holidays.

a. If a holiday occurs on the first nonworkday ih the administrative
workweek, the following workday will be the in-1ieu~of holiday.

b. If a holiday occurs on any nonworkday other than the first
nonworkday in the administrative workweek, the preceding workday will be the
in-lieu-of holiday.
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Attachment 3

FLEXIBLE SCHEDULES

1. Recording the Assigned Shift.

a. Record‘nonovertime‘hours payable in the "Assigned Shift" column not
to exceed 8 hours in a day.  Hours payable will be the same as duty hours
except in certain night differential situations (see paragraph 4).

b. The biweekly assigned shift sh6u1d total 80 hours for a full-time
employee. T&A's with assigned shifts greater than 80 hours will be
rejected.

2. Recording Time Worked Outside Shift. Record time worked in addition to
hours reported in the assigned shift in the "Time Worked Outside Shift”
column. There is no change in the reporting of time worked outside shift
except for the addition of credit hours (see paragraph 3).

3. Credit Hours.

a. T&A Recording.

(1) Use condition option “9" to record credit hours worked in "Time
Worked Outside Shift"” column.

(2) Use code "21" to record credit hours used in "Time Not Worked"
column.

b. Accumulation.
(1) Full-time employees may accumulate up to 24-credit hours at the
end of a pay period. Part-time employees may accumulate credit hours at

one-fourth of their established tour of duty.

(2) Any credit hours in excess of 24 at the end of a pay period (or
the appropriate amount for part-time employees) will be forfeited.

c. Use.
(1) Credit hours must be earned prior to being used.
(2) Annual leave will be charged if there is no balance of credit
hours. Leave without pay will be charged if no annual leave balance is

available.

d. Payment. Credit hours are paid at the current base salary rate only
in the following circumstances.

(1) When an employee is no longer on a flexible schedule. This
would be based on.special tour indicator "1" (compressed schedule) or
special tour indicator "4" (reestablish non-AWS) entered on the T&A.
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(2) When a personnel action is processed that transfers an employee
to another administrative region.

(3) When an employee separates.

4. Night Differential. If payable night differential hours are different
from night differential hours actually worked, the assigned shift must be
changed to include only payable night differential hours. 1In this
situation, the actual hours worked should be listed in the remarks section
of the T&A report. Contact your personnel office for information on the
determination of payable night differential.

5. Designation of In-Lieu-Of Holidays.

a. If a holiday occurs on the first nonworkday in the administrative
workweek, the following workday will be the in-lieu-of holiday.

b. If a holiday occurs on any nonworkday other than the first
nonworkday in the administrative workweek, the preceding workday will be the
in-1ieu-of holiday.
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